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Chapter 8   Cardholder Reports 
 
The Cardholder Purchase Card Statement report can be generated by the cardholder.  Similar 
reports can also be generated by group administrators, initiators, or approving officials.  The 
following screen is used to generate this report: 

 
 
The default for generating this report is to include all transactions for the specified dates.  Users 
have the ability to limit data included on the report. 
 
 
8.1 Generate Bankcard Statement 
 
Within the Cardholder Purchase Card Statement (BC-704) screen, users perform the following 
steps to generate a bankcard statement: 
 

Step Action 

1 Select the BC-704 - Purchase Card Statement menu option 

 

2 Enter the Begin Purchase Date  

3 Enter the End Purchase Date 
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Step Action 

4 Select the desired Reconciliation Status or accept the default value (ALL) 

 

5 Click the   Run Report   button 

6 The statement can be viewed using Adobe Acrobat Reader 

Note:  An example of the statement is included in Section 8.2 

7 To print the statement within Adobe Acrobat, select File – Print from the drop-down 
menu  or  Click on the Print  icon   

8 Exit Adobe Acrobat and return to the Bankcard Statement screen. 

9 Click on the Exit icon  to return to the menu. 
 
 
8.1.2 Statement Example 
 
The following is an example of the cardholder’s bankcard statement: 
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